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ABSTRACT 

.i ■- -This sel -instructional module , the ninth. in a series 

ot 16 on techniques for coordinating work experience programs , deals 
with evaluating on-the-job training. Addressed in the module are the 
purpose of and procedures for evaluating students' on-the-job 
training and procedures for : conducting evaluation interviews to 
discuss students? on-the-job training. The module, contains a series 
of pretests and learning-activities, a guide sheet for a videotape 
presentation of student evaluation, s posttest, answers to the 
pretests and posttest, and a list of additional resources. Also 
provided. are sample-forms for use in evaluating student performance 
in a variety of cooperative vocational education programs^ A guide 
to* planning an on-the-job training evaluation interview for 
vocational students is appended to the module. 
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This module contains three major parts: 



1v 



Material oh the procedures for evaluating a 
vocational student's on-the-job training 
performance. ' 

Sample evaluation instruments for completing 
dh-tfte-job training evaluations. 



3, 



A video-tape presentation showing an 
evaluation interview. 



Prerequisites for module: None 
When you have completed the roodujle, you will 



COAL 1: 

COAL 2: 

V 



Know the purposes of and procedures 
for. evaluating students 1 on-the-job 
trianlng 

Be abfe to conduct an evaluation interview 
to discuss * student's on-the-job training. 



To begin this selfrinstruttiohal module, 
pre- test cn page 2. - 
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PRE-TEST : GOAL 1 



KNOW THE .PURPOSES OF AND PROCEDURES FOR EVALUATING 
STUDENTS' ON-THE-JOB TRAINING 

DIRECTIONS : If you. wish- to aiiempt . the module 
assessment, complete the questions 
for the pre-test. If you do not wish; 
to take the pre-tes; , tlirii to page 3 
to begin the Learning Activities 

.What is the main purpose of evaluating students' on-the-job training other 
than grading? 



Why should evaluation occur on a regular basis during the student's work 
experience? 



What are the roles of the training sponsor and the teacher-coordinator in 
the evaluation process? 



List a step-by-step procedure for evaluating students' on-the-job training. 



JONS : When finished with the pre-test, 

please turn to page 21 and compare 
your answers With the pre-test key. 
if you missed any questions, read 



LEARNING ACTIVltiES 



GOAL 1: KNOW THE^PURPOSES QF_ANl> PROCEDURES FOR EVALUATING 

STUDENTS 1 ON-THE-JOB TRAINING 

BIRE£ TjONS: Read- pages 3=7. and review the 
sample evaluation forms on pages 
8-12 Then complete the Self- 
Check . 



INTRODUCTION : 

The cooperative work experience program 
has several goals. The program is organ 
i zed to: assist the student in developing 
academic, social, and personal skills heeded 
to live as a productive member of society; 
provide an opportunity for the student to 
receive exploratory work experiences; pro- 
vide an opportunity for the student to 
develop work habits and personality traits 
needed in a job; and provide an opportunity 
for the student to develop basic job skills 
as well as other skills heeded to^be <. 
successful in^an occupation. 

The cooperative work experience program, 
to achieve these goals, must provide its 
students with actual job experiences. 
On-the-job training allows the student to 
develop employment skills in a supervised 
xvork setting. In order for the training 
experience to be successful, the work 
experience teacher-coordinator must 
carefully plan, organize, and evaluate 
the work experience student's on-the-job 
training. 

After the work, experience teacher-coordinator develops the training plan in 
cooperation with the. training sponsor; the student needs to be evaluated on a 
regular basis to ^determine jf progress is being made toward developing the 
specific job skills. The work experience teacher-coordinator should develop 
an evaluation procedure that will measure the student's performance and will 
provide the student with information dh current strengths and u. eas where 
improvement is haeded. 




DEVELOPING A SYSTEM FOR EVALUATION 



In developing an evaluation system, the teacher-coordinator mus' determine the M 
purpose of the evaluation, what needs to be evaluated, when evaluation should U 
OCCur, and how to evaluate the student. 



PURPOSE Of r EVALUATION : 



Evaluation in education is very often tied to : the grading process Wnen a 
student's on-the-job training is evaluated, the evaluation is usually used to 
determine a grade as well. Whiie evaluation for grading is necessary, it i? 
important to realize that evaluation has other uses in the cooperative program, 
it can provide the student, the teacher-coordinator and the training sponsor 
with information that will be helpful in planning future instruction. The 
evaluation form should identify the personality traits, work habits, work adjust 
merit skills, and basic skills needed for success in a job. The framing sponsor- 
in evaluating the student's performance is identifying which skills the student 
performs wel' *rid which skil's the student needs to improve. The training 
cpon^r ca u«-.e the in for mat,. in from the completed evaluation form to assist 
the student- in irprovir.Q specific job skills. The training sponsor can also 
inform the' teacher which skil^ nsed improvement so individual classroom 
instruction may be provided the student. Of course, the purpose of conducting 
evaluations of students' on-the-job training must be specifically identified^ 
before anything else is begun. The structure and content of the evaluation 
form the procedures used, and the use of the evaluation information may change . . 
based on the purpose of the evaluation. The teacher-coordinator should care- 
fully consider why evaluation is needed, then state the purposes dearly so . . 
that students and employers will understand and support the evaluation procedures. ^ 

WHAT TO EVALUATE: 



The goals and" objectives of the work experience program will prov.de information 
on what to evaluate. Since the purpose ci the work experience program is to 
develop work adjustment skills and specific employment skills, these skills Will 
n-ed to be evaluated. In addition, the student's basic job skills, social and 
communications skills should be measured. Most teacher-coordinators also 
evaluate the personality traits, work habits, and attitudes of the student. 



WHEN TO EVAL UAT E 



Evaluation should, occur on a regular basis. Students need to be evaluated 
often enough to receive reinforcement from the evaluation. Frequent evaluation 
wiU emphasize positive behavior and effective job performance, and will encourage 
the students to continue that effective performance- " In addition, skills that 
require improvement can be corrected before they seriously affect student per- 
formance A performance evaluation should be completed at least every five 
to nine weeks if it is to be most useful to the student and the employer. 
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HOW TO EVALUATE : 

The evaluation will be completed by the training sponsor. The training sponsor- 
is. in. the best position to ..objectively. .evaluate the student's job performance. 
However^ the. teacher -coordinator _mtast structure .the.. evaluation process by 
developing a procedures providing evaluation materials, arid scheduling and 
conducting an evaluation interview with the student and the training sponsor- 
after the evaluation form has been completed. 



PROCEDURES FOR EVALUATION : 

The following procedures should be followed in evaluating the student's on- the job 
training: 

1. Identify what js to ±>e evaluated . An important purpose of the work 
experience program is to develop the job skills of each student;.- Of course . those 
skills should be evaluated. Job analysis or competency studies can be used to 
identify the important skills of particular jobs. The teacher coordinator can 
also discuss the job skills with advisory committee members and training sponsors. 

In addition to basic and technical job skills, the work habits, attitudes and 
personality traits needed fqr job success should be evaluated. Attendance, 
appearance, cooperation, dependability , etc. are important in many jobs. If they 
are necessary for job success, they should be evaluated. However, the teacher- 
coordinator should be careful not to include items that are unrelated to tne job. 



j 2. Select or develop an evaluation form. The form tc be used in evaluation 

should be carefully selected . Since the form will be usee by business people 
and students, as well as the teacher, it must De quite easy to understand and 
use. Also the form should allow the student's performance to be evaluated as 
completely as possible. 

A variety of evaluation formats are used to measure student performance on-the- 
job, They range from detailed competency lists of each, skill needed by an 
individual student to a general work-habit list that is appropriate for all students 
in a work experience program. 

WHAT TO EVALUATE 
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Several examples of evaluation forms are shown on pages 8 12; 



When selecting a form, the teacher-coordinator should look for one that wjL. be as 
objective as possible- -Typically, ratings given only by a numerical ranking, per-: 
centage, or Setter grade are quite subjective: Forms that give - >scnptive ratings 
will be more objective and provide meaningful information on the strengths of die 
student as well as areas needing improvement. 

After examining several evaluation forms, the teacher-coordinator raa^ choose to _. 
develop a new evaluation form or modify one to make it more useful for ;he_.speeitu 
program. It is always helpful, whether the evaluation form is new or modified, to 
have the advisory committee review the form for completeness and clarity. 



3. Explain evaluation procedures- As 
students are accepted into the work experience 
program, and as training sponsors are identified 
to work with the student, the evaluation pro- 
cedures should be explained , to each one. • 
Evaluation is an important element in the 
effectiveness of on-the-job training. Students 
and training sponsors must understand and be 
willing to Use the evaluation process. 



i 




At the beginning of the year, the teacher- 
coordinator should talk with each student 
and training sponsor about the purpose of" 
evaluation, the form that will be used, how 
t'ie evaluations will be conducted, when 
evaluations will be scheduled, and how the 
ev jation information will be used. An 
application interview or classtime could 
be used to inform students of the proce- 
dures. Training sponsors should be 
given the information at one of their 
first meetings with the coordinator. 
Procedures should be summarized in a 
Training Guide, or a brochure, or on 
the evaluation form itself for the future 
reference of training sponsors and students. 

U Take evaluationJ&r^^ : As the time for evaluations 

to be completed ne37i~the teacher-coordinator should prepare the students and 
training sponsors for the process. At the time of the first evaluation, the 
coordinator s^uld review the procedure and evaluation form with the students. 
This may be tfte first job evaluation for manf students, : and they ro'ay have many 
questions and concerns. The student should understand that the purpose fcf 
the evaluation U to identify their job strengths aj well as areas of needed 

improvement. They should understand that job criticism is given for the 

purpose of improving their job performance and should not be taken as personal 
criticism. 
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The teacher-coordinator should take the evaluation forms to. the tracing sponsor 
each time--- they should - hbt_.be. mailed . Personal delivery stresses : tbe importance 
of evaluation. It allows the coordinator to_ review the? procedure with the training 
sponsor and to emphasize .important skills to be evaluated, . In addLtion a specific 
tirne for an evaluation conference can be scheduled. This coordination eall heed 
not- be lengthy, but it is very important! 

5. Sche ji^ 1 i^-i^ j H 0 * _ the evaluation interview . The evaluation is con- 
ducted to identify strengths and areas of needed improvement for the student. 
Information obtained through the evaluation is used to. structure the next on-the- 
job training period. To insure that everyone understands the ratings and 
participates in the training process, an evaluation interview should be scheduled. 
The interview will include the student., the training sponsor, and the teacher- 
coordinator: 

An evaluation interview often has a negative image. This is due in large part. to 
the problems people have in giving and receiving criticism- Since this evaluation 
is a part of a training program arid; not related to promotion or pay decisions, 
much of the negative Image should be removed. If the teacher-coordinator 
observes some negative reactions to the conference from the student or training 
sponsor, time should be spent in reviewing the value of the interview and pro 
cedures to be used in the interview: Make sure the student understands that 
the purpose of the evaluation is to assist the student in becoming an effective 
employee. Criticisms are made to help the student improve their on-the-job 
training performance. 

The teacher-coordinator should control the evaluation interview to insure a positive 
atmosphere is maintained. Important strengths and weaknesses should be discussed, 
and plans should be developed for the next training period, Each participant 
should be given ample opportunity to discuss the evaluation items. 

A careful record should h£ kept of the evaluation interview, particularly if infor- 
mation was discussed that was not included on the evaluation form. It may be 
useful for the coordinator to meet individually with the student and the training 
sponsor in case there is information that either wishes not to share with the other. 
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Direct ions : 



STBXffiNMRAINEE PERFORMANCE EVALUATION 
FOR THE GARLAND HEIGHTS WORK EXPERIENCE PROGRAM 
— - - Training Station 



Ra^« ypyr student-trainee 1 s r>r* the following areas for the nine-week grading period. 
Indicate the student's performance by circling the phrase which best describee per- 
formance. 



L. Appearance 



Outstanding in 
taste. & care; 
always well- 
groomed • 



Neat Dress ; 

well-groomed 

usually. 



'. Initiative 



Dependability 



Always, finding 
Jobs that need 
to be done. 



Frequently 
looks for : 
additional 
: work to do. 



interest in work 
& work attitude 



Thoroughly de- ; 
pendabie, trust- 
worthy, works 
without super- 
vis ion. 



Average in 
grooming & 
dress; care- 
less about 
details of 
grooming. 



Goes ahead 
on routine 
matters . 



Clean but 
careless 
of appear- 
ance i 
grooming ; 
often neg- 
lects 

appearance. 



Very depend- 
able; needs 
little 

supervis ic a. 



Keen, eager* 



Cooperation 



Alert f tries 
to improve - 
work in 
most cases ♦ 



Progress 



Cooperates 
fully in all 
matters . 



Pollows directions 



Exceptional 
Progress, made 
in skills and 
knowledge. 



Works well . 
with associ- 
ates » 



Hz 2 _ advanced 
beyond expec- 
tation. 



Self-Control; 



Always does 
work the way 

told. ' 



Stable and un- 
J usual control of 
j emotions^. 



Usually fol- 
lows .direc- 
tions , asks 
questions when 
unsure^ — 



Responsible 
but heeds 
some dir- 
ections . 



Seldom goes 
ahead on 
own. / 



Untidy, 
carelessly 
dressed ; 
slovenly 
in appear- ' 
ance . 



Has to be 
told every- 
thing to do . 



Normally 
erithusias tic 
about 
work* 



Sometimes 
unreliable, 
neglectful, 
forgetful; 

Seems ind if - 
ferint^ lacks 
drive, often 
ne«o> prod- 
ing. 



Needs con- 
stant 

watch:::u'. 



Usually con- 
genial and 
easy to work 
with. 



Hzb made 
average 
progress in 
training. 



Balance of re- 
sponsiveness 
and control, — 



Sometimes . . 
follows direc- 
tions , wants 
to do things 



I lard for 
others to 
work with. 



5c red, shows 
little enthu- 
siasm, no. 
interest in 
work* 



Has pro- 
gressed in 
only a few 
phases of 
* _ training. 



Always 
wants 
own _v.ay; 
is hard 
headed; 



Has made 
almost no 
progress . 



Seldom fol- 
lows direc- 
tions ♦ 



ttoually well- 
controiled . 



Apathetic, 
unresponsive; 



c 

.Never listens 
to or fol- 
lows direc- 
tions • 

Loses 

head easily. 
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9; Punctuality 



)0i Quantity of work 



Always . on. time ; 
gets right to 
work. 



Superior: pro- 
duction rooord. 



On time. most 
of the time. 



On tiae^ but 
needs some prod- 
ding to start 
work; 



Seldom or 
time. 



Very iiidus^ — 
trious, .does 
more -than is 



11* Quality of work: 



12. Ability to learn 



13 . Judgment 



m. Handling of systems 



Highest quality. 



Grasps ideas 



Displays excell- 
ent common sense. 



Knows business 
system- handles 
it aceurat 



15- Cle^ntng work area 



l6i Arithmetic 



17. Communications 



Keeps work az\ea_ 
always orderly in 
fine condition. 



Always accurate. 



Extremely 
effective in all 
communications . 



Well done. 



Volume of work 
is satisfactory . 



Docs Jub t 
enough to 
get by. 



' .Acceptable , 



Above average ; Average, 



Wakes good use 
of time. 



Usually care- 
ful anH 

accurate* — 

Maintains 
work area 
satisf ac torily 
without super- 
vision. _ 

Usually accu- 
rate . 

Usually uses 
effective , 
communications » 



Displays aver- 
age judgment. 



Means to be 
careful but 
forgets . 



Considers 
cleaning em-_ 
ployment duty 
bnt gets it 
done. 



Meeds to be 
more careful, 



Always 
tardy „ 



Passable. 



Rather slow 
to learn* 



Occasionally 
uses poor 
judgment^ — — 



Does not. 
meet mini* 
toms require- 
ments * 



Poor. 



Very «low. 



Very poor 
judgment. 



Makes errors 
quite often. 



Requires 
close super- 
vision, in 
c leaning. 



Needs reme- 
dial work 
aui Id ing 
nath skills. 



Sometimes 

c oimaunic at ions 



are net appro- 
priate. 



kes many 
eomnnihica- 
jfcions mis- 
takes. 



Chronic 
error 

maker. 

Ka'Jes and 
neglects 
cleaning 
duties • 

Can' t per- 
form mathe- 
matical 
compute tion s. 

Comnunica- . 
tions skills 
are very 
poor. 



List* those skills the student completes well: 



List those skills that the student needs to Improve: 



Additional Comments: 



^ Training Sponsor Date 

ERIC 1 1 



Student 



COOPERATIVE VOCATIONAL ' EDUCATION 
TRAINING PLAN 



Fast Food and Restaurant Service 
Training Period 



roen 



Please check the Training Column as training is provided for each item. Then at trie er. 
training period, evaluate each Herd by placing a check mark in the appropriate Ewz-oaiicv 
bse the following code for evaluation: l-Un^tisfactory ; 2-Below Average; 3- A vera.:- ; 

Excellent 



Evaluation 



erations 



ashRegister 
Making Change 
Handling Checks 
Handling Credit Cards 
Figuring Bills 
Open /Close Procedures 
Restaurant Safety 





1 


2 


3 


n 






















— 




















t 































i ra i r'ii nc 



LT. . a 1 Li"-* I ! i. 



>ellin 



3 



Oreetlrjg & /or Se^tin 
Expia'ning Menus 
Taking Orders 
Suggestion Selling 
Serving Orders 
Telephone Order? 
Handling Complain 



H4- 



Training £vaiua tron 



Housekeeping 
Tood Protection 
J^ealth Dept, R eq ui re . 
itting Tables 
Cleaning Tables 
Cleaning Floors; Windows 
Machine; Hand /Pot Wash 
Cleaning/Refiling Condi- 
ments 









3 


u 




1 


? 










































- — 


















- - - - — 











T ra ining E v a I u<i tion 



Fo od Pre paration 
""Meats, Poultry , Fish 

Vegetables 

Potatoes 

Sandwiches 

Salads /Dressings 

Bread, Pastries, Desserts 

Beverages 





1 


"2 


T 


4 









































































Equipment 
Handtools 



Grills £ Deep Fryers 
Ovens £ /or Broilers 
Steam Tables 
Cold Units 

D i sh wa shers / D i spo sa I : 
Slicers B Mixers 



" ip 




3 


U 


! 


] 














L - 














[ 


\7 










f- 




■ — i 


1 — 












1 


L 









jirsh rin g Evaluation 



Merchandising _ 
Menu Planning 
Ordering Supplies /Food 
R eceiving S upp I Les / Food 
Conservation Supplies 
Storing Supplies /Food 
Taking inventory 
Menu Design 
Show Cards 
Advertising 
Point of Purchase 



2|3 



4= 



Comment on major strengths and weaknesses of the student during this training period: 



i 



Bate- 
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Training Sponsor 
Business 



SALES TRAINING PLAN 
TRAINS N 



1 i 



SPONSOR- 
TRAINSNC STATION 



Initial Training Period 
COMPETENCIES TO BE DEVELOPED 



!VAL 



HUMAF 1 DELATIONS SKILLS 

: D z positive attitude tov^srd 
its irrr&rchahdrse, arid services. 



the store, 




Work* . coopers Mvc -y with customers, co-workers 

end managers. * 

Serves the customer courtc :y. 

Demonstrates a concern. for ins feelings and 
rights cf each individual. 

Accepts criiiclsri and Uses it \r> Improve perfor- 
mance. 



j Needs Works 

j troproverne ; OK ^222£T5iiiSi 

i Courteously Needs 

I serves customer Improvement ^^J5ii^ 

Shows cc^esrn f !aeds 

OK fo r people ^m provem^gt _^ 



BASIC JOB SKILLS 



Learned 



stbrb ! s policies, rules, and regulationsc 
: responsibilities of the sales position. 



criticism v 

Follows 
rules well 



/efl 



OK 



Needs 



OK 



Needs 



^^Dev^joped effective work habits sul 1 as punctu- 
ality, dependability, and Initiative. 

Dresses in an appropriate manner for the job. 

Practices good personal hygiene. 

Listens ice and follows directions, assignments, 

and information from customers and managers. 

_ Effectively communicates with customers, em- 
ployees, and managers. 

_U$e? telephone correctly. 

BEsrncnstrstes the ability to perform needed mathe- 
matical computations. 

^Demonstrates the ability to effectively use a cash 
register and make change. 

_ Demonstrates the ability to handle all types of 

i*a!$s transactions such as layaway, ::change. 
or refunds. 



Learned 
regp^msibHities 



OK 



Ne<sds 



Needs 
improveni^nt 



£xce!Sent 



OK 



___ Per fonas tasks In addition to the sales functions 
such as housekeeping, stockkeeping, etc. 

Aware of where merchandise Is located. 

" T hi? :-!^ J; itv *r> receive, check, £-td mar It mer- 



chandise; 



§ 



Studies merchandise information found on tags, 
labels, leaflets, etc 



Ability to stock shelves, racks, and displays. 
Demonstrates effective Use of time. 
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OK 



Needs 
Improvement 



Performs 
Skills i^elS 



Studies 
information 



OK 



Needs 

improvement 



OK 



Excellent 
ability 



Gpo^use 
of time :: 



OK 



Needs 

improvem ent 







Needs " 


OK 


Well Pressed 


improvement 






Ne^as : : : ~ 


Good hygiene OK 


improvc^D^rtt: 


Completed 




Ne-eds 7 " " 


assignments 


wcsl OK 


jmgro^^ni^ 


Needs 


Communicates 




Improvement 


well 


OK 






Needs > 


OK 


Uses correctly 


im.prov<#tteni- 


Performs 




Ne&ds 


well 


OK 


Improv^ti^ru - 


Uses cash 


Needs 




register well 


Improve . ...i ;„ 


OK 


Handles 




Needs . . . . 


well 


OK 


improvement 


Performs 


Needs 




duties wei! 


Improvement 


OK 


Knows 




M eed s 


locatic 


OK 


Improvement 



SALES TRAINING PLAN 
COMPETE^ 
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SALES ATTITUDES 
Displays trie attitude of giving the: customer ^te 
best service and treatment possible. 

bonier 5. and their 



Show*; -a sincere interest in 
problems. 

Tries to sell t-h 
fits; f"-;. J 



iicstosner on merchandise bene- 



SALi£S SKikt.5 
__Use an appropriate cUslorri^.* 5 p::- roach. 

Asks questions to determine customer ne£ds v: 
buying motives. 
..Jdsums to and analyses customer reactions ii\ 
~ order to develop the sales presentation to 
rce^t the needs of the customer. 
Provides hvirchihdlse information phd Hov mo 
product is cseci; 

:ivo? trvi: 



and irr. 
id deer 



Demonstrates the ^e^chan^. 
custodier to create interest 

Uses iris! closing techniques 
time: 

JMorms the ci^stMter of serv 
ihi store. 

Uses effective suggestion selling ^erhnlqu^; 

Reassures customer ti : ;:. -vjrefcise was e wise 
buying decision. 



the cpDropriCiie 
;:s provide* by 



EVALUATE 



Dipplays Bxcsfient 
Needs 

imp r o v erri e nt 



Needs 



• Sincere- --- 
interest shown 



OK 



OK 



Sells merchandise He; : . : 

___ bene- v Ug c / jvernent _ 



^ set 7,pprop tc ^ 

5p£T C ££b 



OK 



OK 



Nee 3 s 



imp r Ov' em gp.t 



Needs . 
S mp r o v em e ri t 

Good Use 

of questions - 



OK 



Analyzes 
well 



Provides 
ia£Ot'vnatibn 



OK 



Needs .. 
-improv ement 



Need< 



Demdhstrafe? ivelj 



h: e-ed s. 

Snr^proveraeht 


Uses trial 


OK 






Needs 


! nforsrrs well 


OK 




Suggestion 
selling effective 


_ OK 


N^dT^^^ 

Improvement 


Reassures 


Needs 
Improvement 


OK 



DIRECTIONS: 



Pissse-give" the training .period just completed, careful consideration. . ' . 
& tuder;t Is to improve the on-the-job performance;, .he/she s must understand 
both their strengths and areas of heeded improvement, t lease lisi tnebe 
in the appropriate column. 



'.F.;< GTH! 



AREAS 0" ME E42EEL- i MP R G V EM E_NT 
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SELF-GREEK 

1. Using the szwple evaluation forms oh pages 8-12 or : btber gcUrces of 
information, rieveiop an evaluation form ib be used in your vv^k 
experience program. 



2. Using an audio-tape recorder, record a description of ths evaluation 
procedures you will use in your program. Assume the information is 
being prepared for a hew training sponsor; prepare aono-psgs brochure 
to be given to a training sponsor that describes the evaluation procedures. 



D 1RECT1QNS : When finished compare your answers 
with the Information on pages 3-12. 
If you would like additional information, 
please turn to ths Additional Resources 
listed oh page 2^. •- 



ERIC 
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PRE-TEST : COAL 2 

3E ABLE TO CONDUCT AN EVALUATION INTERVIEW TO 
DiSCUSS A STUDENT'S ON-THE-JOB TRAINING 



DI RECTIONS : If you wish to attempt the module 
assessment, complete the questions 
far the pre-tes.t. If not, turn to 
page 15 to begin the Learning 
Activities. 



What should the teacher-coordinator do to prepare for the evaluation interview 



What are the three major determinants of a successful evaluation interview? 



What should the student's role be in the evaluation interview? 



How should the training plan be used in the evaluation interview? 



DIRECTIONS : When finished with the j; re-test, turn 

to page 21 arid compare your answers 

/ with. the pre-test key. If you missed 
any. of. the questions, complete the 
learning activities; 



Hi 



LEARNING ACTIVITIES 



GOAL 2: BE ABLE TO CONDUCT AN EVALUATION -INTERVIEW TO 
DISCUSS A STUDENT'S ON-THE-JOB TRAINING 



DIRECTIONS : Please read „the information .on 
~ pages 15-18 and watch tne video 

tape presentation of an evaluation 
interview. Then complete the 
post-test items on ttagvs 20. 



INTRODUCTION 



The evaluation process Is. not 
complete until a conference has : 
been held to discuss the evaluation. 
The conference provides an oppor - 
tunity for the training sponsor, 
the student, and the teacher- 
coordinator to discuss the student's 
performance and to plan for the 
next training period. 



!f the evaluation process, is not 
carefully controlled,- it can be- 
come a very negative experience 
for the student and the training 
sponsor. The evaluation inter- 
view provides an excellent 
opportunity for the teacher- 
coordi ha to r to show the value 
of the evaluation process as 
well as to create a positive 
atmosphere. 
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!t is often difficult for the 
student to interpret the 
evaluation Form without some 
d i scu s s i o ri . Tfi e_ t r a tru h g 
sponsor can usually provide 
more information about the 
student's performance through / 
an interview than is possible 
using the evaluation, form 
alone. On-the-job training can 
be improved if each person involved 
carefully review s and d isc us ses the 
strengths and weaknesses of-ibe 
student's performance and agrees on 
methods for improving performance. 

Planning the Evaluation Interview 

The teaeher-coordinatqfr is responsible for planning and implementing the entire 
evaluation process including the -evaluation ihi^vJiw ,. The interview s be 
scheduled as soon as possible after the training sponsor has completed „tbe 
evaluation form; A time eari be established that is convenient for both the 

training sponsor and the student. 

17 \ 



16 



Amble time should be available so. no -_o\w feeis pressured 



hur 



throuaJi. the 



Interview; A location shouid "bs Available §Q that it 
interruptions and provides a relaxed :atmospHere , 



J free- from diSt. 



Liens ana' 



the training 
: bb per for-. . 



The t eac ne r - goo rd i na tor must :ake car? in preparing the student : eha 
sponsor for the first interview. Most students have hev.er. had \h' ;■■ 
manoe evaluated and mar. / training sponsors have never participates evaluation 
eon prances/ Both may be apprehensive; about .the interview and unsure of how 
the interview wiii be conducted.. To reduce the apprehension, the teach 
coordinator should make sure that .each person understand the puroc ?- 
evaluation process — to improve the student's performance. Aiso - ;eaeher 
should discuss the interview procedures with each student .and training sponsor 
: to the conference and answer aM questions. If the first evaluation inter- 
-ositive and successful for :he student and the training sponsor, future 
: 0 v.s wiii be much easier. 



ew 



g^^UCTjNG THE EVA LUAT ION 1 N T j RVjEW 

The major determinants of a successful interview are ED the atmosphere, 
[2] content, and (3) outcomes. The teacher-coordinator must maintain a 
oosjtive, comfortable atmosphere, Keep discussion directed toward the evaluation 
of. the., stud- -it's job performance, and insure that the interview is completed by 
estsbUshih ^oais for the next training period. 

Atmoj^h^ • The interview .provides, an opportunity 
ISf ifie e lange of information about the student's 
performance on^ the job. The result of that exchange 
should ... ovide for recognition of student successes 
as well as improvement of performance. 

The teacher coordinator cannot assume that the inter- 
view will be' a positive, comfortable experience. 
Careful planning must be done to insure the success 
of the interview. Before the interview, the teacher 
shouid. review the evaluation form to determine how 
the training sponsor has rated the student's per- 
formance. At the same time, the teacher must 
determine tne appropriate counseling method to 
use in conducting the interview, if a directive 
style is used, the student is told rather specifically 
what changes in performance are expected. A noh 
directive style allows more student participation in 
determining areas of improvement needed and how 7 
that improvement wiii be accomplished. The 
objectives and expected outcomes of the interview 
should be outlined before the interview to insure 
that all information will be discussed. 

hen the. interview begins, /the first few minutes 
should be spent . putting the student at ease. Then 
the purpose of the session and the evaluation form 
should be briefly reviewed. * : 
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C ontent . The evaluation interview is an opportunity fcr the full discussion of 
the student's on-the-job training . experience^ The. feelings if ..the . student are 
just as liTjpbrtant_.as .the ..facts; The interview must not be. dominated by^. either . 
the teacher-coordinator or the training sponsor'. The student must be given the 
opportunity to discuss the job, strengths as well as problems, and ways the 
student believes Improvement can be__made. The teacher must encourage student 
i3articipatibh during the interview. This can be done by asking questions 
iistehirig, supporting the student's Lemen.s, and keeping criticism at a mihirriurr": . 

Since the . . rpose of evaluating js to measure student progress, much of the .... 
Interview time should be spent -rev lev;. >vg successful performance and areas where 
the student has shown the most noticeable improvement. Areas where improvement 
is needed must be discussed but should hot dominate the interview. When problems 
are discussed, the focus should remain on how the student can improve performance 
rather than the problem itself, The entire evaluation form should be reviewed, but 
i-£ majority of the interview time should be devoted to a discussion of student 
success, important strengths, and methods of improving performance during the 
next training period. 

O utcomes . : The teacher -coordinator must be confident that the student's perfor^ 
ma nee ha s been thoroughly discussed and there is general agreement on the 
performance. Then attention can be focused on the next training perioc. Before 
the interview is completed, plans for that period should be developed and agreed 

upon . 



T-ie Training Plan provides a useful format for completing the evaluation process. 
The plan can be reviewed and updated based on the results of the evaluation. 
1 n addition , the teacher-coordinator can identify related classroom i nstruction 
that may help the student improve performance. Specific activities can be 
identified to be accomplished during the next training period. 

The student should actively participate in this planning. Interest in the training 
should increase if the stUceht becomes involved in the process. Since the student 
has experience, in the business, his or her suggestions can be very valuable in 
improving the training: in addition, the student can more clearly, see the 
relationship between the evaluation just completed and the next training period : 
Cooperation and enthusiasm should result. In order to achieve these benefits, 
however, the student »\._-t do more than observe. The teacher-coordinator and 
training sponsor mUst encourage the student to participate, 

TEN COMMANDMENTS FOR CONDUCTING AN EVALUATION OF" THE STUDENT'S 

ON-THE-JOB TRAINING PERFORMANCE 

The evaluation interview is an important part of the evaluation process: jjThc. 
evaluation interview , however, is a difficult procedure for many business people, 
managers, or supervisors to conduct. The teacher-coordinator must carefully 
plan each interview to make sure that it provides an opportunity for the 
discussion of the student's performance; Atmosphere and content should be 
carefully controlled . However, the teacher-coordinator should not dominate 
the interview, but encourage the student and training sponsor tc discuss, the 
evaluation. The following ideas should prove beneficial in making the evaluation 
interview a positive experience for the student: 



•1 . 



Wake rc 'he. interview i_s conducted in a gene t; privat e place , wnic.n is 
free i", annoying interruptions. 

Plan for the evaluation interview. (See Appendix for planning form J 



Exhlairi that the purpose of the evaluation interview is to measure stuaem 
process and to identify performance or skills which are performed wen 
and" those skills which need improvement; Malic ^sore the stuaent realizes 
that the pi. : pose of the interview is to assist him/her in improving on-the- 
jdo training performance. 

Start the interview by putting the student at ease. Remain cairn regardless 
of student attitude or student behavior: 

Qta.-t thP interview with positive comments about skills the student performs 



LISTEN TO THE STUDENT — oart of the purpose of the evaluation interview 
is to gain information or learn more about the student's attitude toward the . 
on-the-job training. The student should be given the opportunity 10 discuss 
strengths and areas of heeded improvement, as well as discuss means o. 
improving performance. 

CORRECT ACTIONS - DON'T A™ 7 AC \ THE STUDENT - The evaluation inter- 
view should center on an evaluation of the student's performance of the basic 
Lob skiiis work adjustment skills, human relations skills, and specie job ^ 
skills needed to be successful in an occupation .. Ta*k about objective JOb-SKil. 
performance, NOT about subjective factors. 



3 QFF C R ENCOURAGEMENT -- Make sure the student understands that you 

belie— he/she does more things right than wrong. Offer sincere -compliments 
whe he student's performance merits your positive reinforcements. Anen 
the student needs to improve a skill, make sure you provide suggestions 
and/or instructions on how to improve their performance. 

9 LEAVE THE STUDENT ANXIOUS TO IMPROVE - Make sure the student 
realizes that you are not attacking him/her. Help the student identify 
ways they car. improve the on-the-job training performance. 

>n PLAN FOR FOLLOW UP PROCEDURES - Suggest how the student will receive 
instruction to improve ~ - classroom instruction from the teacher-coordinator 
or specific job instruction from the training sponsor. Give the student 
specific instruction on the why, how, and whens for improving. 

The evaluation interview is not complete untii plans have been developed 
and agreed upon for the next training period. " "<*e evaiuat.on interview 
is completed successfully, on-the-job training more effective in 

the future. 
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GUI DESHEET PGR TH£ VIDEOTAPE 
£7AL ; J ATiNG STUDENT ON-THE-JOB TRAIN IN' 



DIRECTIONS : Compete, the following questions as. 

you view the. videoiap :• • A copy of 
the evaluation . form tii" : in the 
conference is *^r\ t. c-\ oages T 1-lf!; 



How die the trsiruhg sponsor arid tpaoher-cborci' -.atdr prepare for the 3-way 
evaluation conference? 



How die the teacher-coordinator put the student at ease? 



What was ths fKj\e of the training sponsor during the conference? 



What was the role of the teacher coordinator? 



What plans were made for the next training period? 



DIRECTIONS : When you have completed this guide- 
sheet, please turn to page 20 for the 
post-test. If you feel you need 
additional information before attempting 
the post-test, turn to the Additional 
Resources on page 24. 
i 
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POST-TEST 



What is the main purpose of evaluating the student's on-the-job training 



List at least five procedures, which should be followed in evaluating the 
student's on-the-job training. 



3. Outline ten techniques for correcting which may assist you in conducting 
the evaluation interview. 



on 



PRE-TEST KEYS 



Wnat is ..the .major purpose o: evaluating stucu 
than grading? 



'■valuation should provide the teacher, student, and traLr../g sponsor 
with information on -the strengths and areas of .needed imp: Qv.e^ent 
for the student. The information can be used to help structure the 
hext training period. 



Why should evaluation occur on a regular basis curing a student's 



experience 



Students need to be evaluated often enough to receive- reinforcement 
from the evaluation; It can emphasize positive behavior and correct 
problems before they become serious. 



What are the roles of the training sponsor anc . j teacher-coordinator 
in the evaluation process? 

The Training Sponsor completes the evaluation form and participates 
in :he evaluation interview with the student and the teacber-coordih<3 to 
The teacher-coordinator develops an evaluation procedure, provides 
evaluation materials, and schedules and conducts an evaluation inter- 
view with the student and the training sponsor. 

List a step-by-ste;: procedure for evaluating students' on-the-job training, 

" . Identify what is to be evaluated. 

,•. Selent or develop an evaluation form. \ 

3. Explain evaluation procedu r es 

>i. Take evaluation forms to training sponsors. 

: 5. Schedule and conduct the evaluation interview. 



IV hat should the teacher-coordinator do to pre: e for the evaluation ihiervie a " 

a. Schedule tne i- ivi view as soon as possiaie after the evaluation is completer 
. Schedule c ■ ~;.e that is convenient for everyone and allows enough tim** 
for a full ...scussion 

Review, p ocedures with the student and the i raining sponv and answer 
any que cicrss. 



What are me three major determinants of a successful evaluation interview 
Atmosphere, content, and outcomes 
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iv.-.yt should the student's role toe '-n the evaluation snte."v:ew 

The student shouici take an active; part, in the interview .... .Re o- sr.t 
should be encouraged to. discuss the evaluation, supply additoona. 
information to be considered; and suggest ways to improve the 
training experience. 

iV.her, toe., next, training period :: is being planned , : the student should 
also participate, ... In the way the student can see the relationship 
between the evaluation and training and should become more 
interested in the training: 

How should the training plan be used in the evaluation interview? 

The Training Plan . can be L :d to ; plan for the next training pence 
at the end of. the interview. It should be reviewed and updated on 
the basis of the results of the evaluation. 



*3 .1 



PC ST -TEST KEY 

Whet i< trie main purpose of evaluating ;he stuu^nt's on-the-job trailing? 

To provide, the . teacher ; student,, and .training, sponsor with ;rr:'orrr.at:or or 
the stadent's strengths :rid areas of needed improvement: 

List at least five procec ires which should be followed in evaluating the 

student's on the-job training: 

1. identify... w.hai.. is. to be evaluated 

5: Selector develop., ah. evaluation form 

3. Explain evaluation procedures to the training sponsor and the student. 

4. Take evaluation forms to the training sponsor 

5. Schedule and conduct the evaluation interview 

Outline ten techniques for correcting which may assist you in conducting 
the evaluation interview. 



1: Make sure the interview is conducted in a quiet, private p ace free 
from interruptions. 

2. Plan for the evaluation interview. 

3. Explain the purpose of the interview to the student. 

4. Start the interview by putting the student at ease. 

5. Start, the. interview with positive comments about the student's on-the-job 
tra ining performance: 

o: Listen to the student. 

7. Correct actions don't attack the student. 
3. Offer encouragement. 
9. Leave, the student anxious to inprdve. 
ID. Plan for follow up procedures. 
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ADD! Tic ,t RESOURCE 5 



"7 Center for Vocational Educat.on, Performance- Based Tea cher Education 
Modules, J-S:, Evaluate Co-op Students' On-lhe-Job Perform ance, : AYhfcr.f : . 
Georgia: American Association for Vocational Instructional Materials; 197". 

2. _.c:k;r. , Jon and Roa.rk, Robin., Retai iing J on An*? y^js and Job £ valuation ; 

N : Y ; , M : Y .- , Navonai Retail Merchants Association", 1 975: 

National Retail Merchants Association, Apprais er r Retail Ex ecutive £ Enpioye- 
Performance, N . Y . , N , Y , , 1 968 . ' ' 

3. Yaier, Norman R.F., T he Apprajsa? i nterview - Thre e B asi^ Approac h^?., 

University Assbc : stes, LaJoiIa, California; 1S76; 
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Appendix - 



6 Ui DE FOR PLAN N i NS A YQe&TlQHfkk STUDENTS 
ON-THE-JOB TRAINING EVALUATION INTERVIEW 

PERSONAL DATA 

szn)Q of the student Dste 



Training Station Training Sponsor 

Activities arid interests of student 



OBJECTIVE'S OF THE EVALUATION INTERViElV 

What do you want to accomplish during the evaluation Interview? i'Plez^ list 
specific objectives) 



tlzi the job skills whsch the student performs well: 



1 : ub -ikiixs the student needs to [n:prove: 



i: 
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Appendix - 2 



TIMING THE INTERVIEW 

How long should the evaluation Jc^rview .take: minutes. .Have you. jplanr 

thr- evaiua iri interview and made i .arrangements so you will not ft interrupted? 
K there anything you want the student to do to prepare fc the Interview? 



OPENING THE EVALUATION INTERVIEW 

What WM! you do or say to put the student at ease? 



What favorable comments can you make to the student to begin the evaluation ir 
view? (All students have more good than bad in them; more right than wrong, 
more things deservr , praise than criticism.) 



What question will you ask or what It you say to begin the evaluation part of 
the interview? i.e.' What skills seer,, to come easy for you? What skills are more 
difficult and skills which you need to improve? 



ACTION 

identify areas of needed improvement and ask the student what shouid be done to 
improve those job skills. Agree upon some procedures or techniques which the 
student should practice to improve performance. 



CLOSING REMARKS: 

Summarize the session. Encourage the studehL and offer suggestions for l imprOv-e- 
jnert. Identify specific skills to work on and procedures or techniques for im- 
provement. Close the interview by planning the date for the next evaluation in- 
terview . 



